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Chief, Andit Stalf

Chief, Records Mamagewent Staff

Audit of the Records Disposition Progran

3 the revised Records Control Schedule prepared
This schedule supersedes the previous schedule

dated April 1354,

2. Approximately 57 percent of the total volume {£0 cubic
feet) of records have been scheduled as having permsnent value,
the balsnce is temporary and may be destroyed periodically.
Thegse records are filed in 14 pieces of Tiling equipment having
a replacement value of $4,866.00.

3. The cooperation and assistance [ |of
your Staff has made possible the continuing development of an
effective Records Control Schedule which should be of assistance
in the mapagement of an important part of the Agency's records.

Attachment:
Regords Control Schedule Ro. 33.57
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RECORDS MANAGEMENT PROGRAM

°
RECORDS CONTROL SCHEDULE

FOR THE

AUDIT STAFF
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C ey

Permanent Material

AUDIT STAFF
Item No.

1 Staff Subject File

Consists of correspondence, reports and related form records pertaining
to the administration, operation and organization of the audit staff. The
material consists of such subjects as policies and procedures, bBudget and fis

cal matters and other subjects covering the agtivities and function of the
Staff. Filed by subject.

2 Project and Report File

These files reflect the results of the audit function performed by the Audit
Staff for the Agency.

a. Consists of correspondence, reports and related material whieh document
the audit of all confidential funds and property accounts. Included in

this material are administrative plans and audit reports. Filed alphabe-
tically by name.

b. Consists of detalled workpapers produced as a result of a financial
and or property audit. Includes inventories, balance sheets, profit

and loss statements and bank statements. Filed alphabetically by naue.

3 Memoranda of Exception File

Consiists of Memoranda of Exception which denote the results of audits and the
replies thereto from the Finance Division of the action taken to rectify
or clear such exceptions. Filed numerically by exception number.
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RECORDS DISPOSITION AUTHORITY

Records Control Schedule (No. 33-57) for the
Audit Staff is approved and authority hereby
given to implement the disposition instructions

contained thereon.
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OFFICE. DIVISION, BRANCH S1GNATURE ~
AUDIT STAFF o TITL Y < DATE
W /27,19, ¢ W Qvea. ( 2'/&’7
ITEM FILES
NO. (TITLE, DESCRIPTION, Ax'x%héﬂgfﬂmmcwum DATES) (CY,%‘C’MET. ) DISPOSITION ”gSTRUCTIONS
ER STAFF SUBJECT FILE
Consists of correspondence, reports and 2.0 Permanent. Disposal not authorized by
related form records pertaining to the adminis- this schedule. (Screen selectively
tration, operation and organization of the audit annually and destroy duplicate and
staff. The material consists of such subjects non record material.)
as policies and procedures, budget and fiscal
matters and other subjects covering the activities
and function of the Staff. Filed by subject.
(1950 - 1957)
2 PROJECT AND REPORT FILE
These files reflect the results of the
audit function performed by the Audit Staff
for the Agency.
a. Consists of correspondence, reports 3.5 Permanent. Disposél not authorized by
and related material which document the this schedule. (Cut off when inactive
audit of all confidential funds and and transfer to the Records Center when
property accounts. Included in this volume reaches 1 foot.) -
material are adwinistrative plans and
audit rgp%;ts. Filed alphabetically by
s h,
name. e {a
¢ (1951-1957)
b. Consists of detailed workpapers produéed 16.0
as a result of a financial and or property
audit. Includes inventories, balance sheets,
profit and loss statements and bank state- q
ments., Filed alphabetically by name.afy}%dfi
(195%-1957) v
:uw' I A’/G4l7/%7?
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ITEM NO.| FILES IDENTIFICATION VOLUME R DISPOSITION INSTRUCTIONS
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3 MEMORANDA OF EXCEPTION FILE
Congists of Memoranda of Exception which Permanent. Disposal not authorized
denote the results of audits and the replies by this schedule. (Cut off when action
thereto from the Finance Division of the action is completed and transfer to the Records
taken to rectify or clear such exceptions. Filed Center when volume reaches 1 foot).
numerically by exception number.
1948 - 1957)
L4 TIME SUMMARY FILE
a. Consists of a summarization of personnel .3 Temporary. Destroy when no longer needed
work assignments. for reference,
(1956-1957)
b. Consists of weekly reports submitted 1.0 Temporary. Destroy after posting to
by office personnel and the information posted summarization sheets.
to a. above. Filed alphabetically by name.
1957)
5 WORK PAPER FILE
Consists of extra copies of machine 15.0 Temporary. Destroy when no longer
listings and similar mwaterial used by the needed for reference.
auditors as a ready reference in the
verification of accounting items. Filed
chronologically or alphabetically.
(Current)
QICPmIEH
NG
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ITEM NO.| FILES IDENTIF!CATION VOLUME DISPOS ITION . INSTRUCT | ONS
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, 6 NAME FILE (PERSONNEL) . % 0
Pk
Copies of travel orders, travel vouchers, Temporary. Place in inactive file upon

training requests, personnel actions and related separation from the office and destroy

material used in the supervision of Audit 1 year thereafter.

personnel. Filed alphabetically by nawe. :

(Current)
T MAIL CONTROL LOGS

Record of classified and unclassified mail
received or dispatched by the office. Used for
security and control purposes. Filed chronolo-

gically.
(1954-1957)

a. Top Secret Control Log. 2 Temporary. Disposal not authorized by
this schedule

o

b. Secret and below Log o2 Tewporary. Destroy when 1 year old.
c. Unclassified Log 1 Temporary. Destroy when 6 months old.
8 CAREER SERVICE BOARD FILE
Consists of inforwational copies of the .5 Temporary. Destroy when no longer needed
minutes of weetings of the CIA Career Service for reference.
Board. Filed chronologically.
(1951-1957
. 9 LIBRARY MATERIAL
Bound volumes of the Comptroller Ceneral's 12.6 Permanent. Return to the Library when no
Decisions maintained and used as a ready longer needed for reference.

reference. Filed nuwmerically.
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Approved For Release 2005/11/21 : CIA-
ST ee 1380 0T 1oL 0w RECORDS CONTROL SCHEDULE - CONTINUATION SHEET 41




ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION . INSTRUCT IONS
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. ACORT
r 10 REFERENCE PUBLICATIONS FILES S‘E@ §
Consists of copies of Agency Regulations, 6.0 Tewporary. Destroy when no longer needed
Notices, Handbooks and other related material { for reference.

used for reference purposes.
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